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ADMINIS TRATIVE INSTRUCTIO}
No. , i ' ' 11 August 1948
SUBJECT: Typewriters '

1. A recent inventory reveals that typewriters are on hand in
activities of this Agency on the overall basis of nearly one per per-
son employed, gome activities are charged with an even greater pro-
portion.

2+ A normal ratio of typewriters to persons employed by an Agency
of this nature should not exceed one per two persons employed. This
ratio is ¢stablished as the normal basis of issue for CIA.

3. Any office or staff section whose requirements are greater
than the normal basis of issue will submit a detailed Jjustification
to the Executive for Administration and Management recommending a
special basis of issue.

L. The Executive for Administration and Management will take
appropriate action to withdraw from all activities any typewriters in
excess of the normal basis of issue except in those cages where a
special basis has been previously approved in writing by the Executive
for AgM. This action will be completed not later than 27 August 1918,

5. In 'the Office of Special Operations these instructions will
apply only to the vouchered departmental activities. The Assistant
Director for Special Operations is charged with control of typewriter
allocations for the balance of his activities, and will be guided by
these instructions insofar as is practicable.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for
Administration and Management
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

11 August 1948

STATINTL ADMINIS TRATIVE INSTRUCTION
NO. ‘ i

SUBJECT: Typewriters

. l.. A recent inventory reveals that typewriters are on hand in
activities of this Agency on the overall basis of nearly one per per-
son employed. gSome activities are charged with an even greater pro-
portion.

2. A normal ratio of typewriters to persons employed by an Agency
of this nature should not exceed one per two persons employed. This
ratio is established as the normal basis of issue for CIA.

3. Any office or staff section whose requirements are greater
than the normal basis of issue will submit a detailed Justification
to the Executive for Administration and lianagement recommending a
special basis of issue.

L. The Executive for Administration and Management will take
appropriate action to withdraw from all activities any typewriters in
excess of the normal basis of issue except in those cases where a
special basis has been previously approved in writing by the Executive
for Agl. This action will be completed not later than 27 August 1948.

5. In the Office of Special Operations these instructions will
apply only to the vouchered departmental activities. The Assistant
Director for Special Operations is charged with control of typewriter
allocations for the balance of his activities, and will be guided by
these instructions insofar as is practicable.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

xecutive for
hdministration and lManagement

DISTRIBUTION: A
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CONFIDENTIAL

CENTRAL INTELLIGEINCE ‘AGENCY
Washington, D. C.

ADMINTS TRATIVE INSTRUCTION
NO. [ ] 13 August 1948

SUBJECT: Typewriters

The security classification of Administrative Instruction
I o tcc 11 fugust 1948, subject: "Typewriters", is
changed from unclassified to CONFIDENTIAL.

It is requested that all recipients classify copies in
their poésessioﬁ accordingly.

S5X1A FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Bxecutive for
Administration and Management

DISTRIRUTION: A

\

CONFIDENTIAL
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CONFIDENTIAL

“;(’“
CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

, ADMINISTRATIVE INS 'T0
25X1A NO. 13 August 1948

SUBJECT: Typewriters

The security classification of Administrative Instruction

B cotec 10 iugust 1908, subject: "Typewriterst, is
change from unclassified to CONFIDENTIAL.

25X1A

It is requested that all recipients classify copies in’
their possession accordingly. ‘ L 25X1A

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for
Administration and Management

DISTRIBUTION: A

CONFIDENTIAL

- Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020017-4



